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This manual was designed to provide a communications 
link between Clark Technical College (Ohio) and its part-time 
faculty. It is distributed .to all part-time teachers as a method of 
providing them with information on institutional poii.cy, student 
^rela'tions, and college rules and regulations. It includes information 
on (1) the. college (its philosophy, purposes, and .administrative ^ 
organization), (2) operatiion;^ (College operating hours, parking 
facilities/regulations, academic programs offere^d, ai^ location of 
administrative offices); (3) . faculty/student relations (,classroom 
procedures, attendance policy, grade reporting, academic advisement, 
.referring stu^lents for tutoring or discipline, class roster 
. procedures, student refund policy, student financial aid, veterans 
affairs, sthdent ifij:hdrawail procedures, and disputed grades), (4) 
.academic policy {institutional grading policy, credit/no credit 
policy, testing procedures/final exams, proficiency exams, and 
graduation requirements), and (5) gener^al information, (faculty 
' services available, duplicating services, mail distribution, room 
changesV class breaks, .faculty absence, emergency school closing, 
fire drill/tornado procedures, emergency health procedures, and 
adjunct faculty, load policy and pay scale). Sample forms and' a grade 
book for recording class grades and attendance are appended. (DC) 
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FOREWARD 



This adjunct faculty handbook is being written to provide a communicative 
link between adjunct faculty and the institution* In it you will find 
i-nformation dealing with, the most important areas of yaur job here at 
Clark Technical College.' In additiqn, the hcindbook'^ serves as your record 
book for class attendance and grading. It should ser've as the initial 
source xto which a new faculty member turns as they v/ork their way through 
.the complexities of an expanding and dynamic institution. If this handbook 
doesn't contain the specific information you need, please check with your 
department chairperson, the^director of contihuing education, or the [Jean's 
officer • 

The handbook is intended to provide you with, information^ on institutional 
policy, student relations and college ru\es and regulations, 'in the event of 
a language conflict 'betv/een this handbook and official board policy, the 
wording of the latter document shall apply. Every attempt will be made to 
update the handbook as institutional policy and/or college regulations change. 

Siiggestions for format, additions, deletions, or other modifications 
are encouraged. Address any suggestions to Dean Albert A. Salerno, Rhodes 
Hall,* Room 210. 
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THE COLLEGE 



COLLEGE^ PHILOSOPHY * - >^ ' • 

It is the philosophy of Clark Technical College that education is the 
directfion and guidance of a" student toward his or her maximum physical, 
psychological, intellectual, and moral potential as' an individual . ^ Educating 
those individuals wi"Kh an expressed interest i^n technical education to the 
extent ^^of their ability, obligates the school to develop a continuum of 
education. ' , ^ 

^ * ' 

More specifically as regards Technical Education, we believe the 
following: ' ^ . 

That technicians are persons v/ho have knowledge and competencies 

to support the work of professionals; as such theyare para-professionals. 

We seek' to provide the student to qualify for employment as a technician 

r in clearly defined clusters of current (and predictable) , semi-professional 
Work situations. We seek also to equip the student with the desire and 
ability to continue, onc^e employed, to comprehend and adapt to techno- 
logical changes in order that^ persons might have the potential for . 

; advancing ^themselves as well as maintaining themselves iji their work. 

That individuals should be aided in growth to greater personal responsi- 
bility and reward through their work and leisure. Ours, in an Associate 
Degree Technical Educational Progrdm, is still a task of promoting the 
growth of individual human beings. - . ; ^ 

That the twentieth century demands a higher* level ^of sophistication of 
new worlds of work and pleasure. 

Advances in the professions through specialization have broadened the . 
gap between accepted theory and the conunon practice of the woi^k-a-day world. 
Technical Education, as we perceive it, seeks to bridge that gap by helping 
the student see the relationship between theory and practice. 

While assisting the student in learning the "how" of Soing things, we 
mus.t also help them to a real ization, of the "why" these t^hings are be^ng 
accomplished as they are. Human beings are^creative, evaluating, and judging , 
beings. A perspn has the opportunity of becoming -a better technician by 
improving his'o^ her skills as a worker and enhancing them as a person. 
Consequently, general* education is not only essential but basically must 
be an integral' part of our program. Therefore, there can be no addqtiate 
technical .education which is not liberal,, and no liberal education which 
is not, technical . ' ' ' ^ 



PURPOSES AND OBJECTIVES 

As students with greater diversity of backgro^fid and needs have 
enrol^led.^ Clark Technical College has progressively refined its task. 
.The purpose of the College is: 

1) to offer relevant technical programs reflecting the changes in 
society and in the economy. Course offerings are expanded or \ 
discontinued; new ones are initiated as the rjeeds of individuals / 
and the- occupational requirements df business, industry, and the » 
institutions of this community warrant/ r.' 

2) to educate its students for employment in clearly defined clusters 
of semi-professional work situatitfns. The CpHege'also encourages 
its students to keep abreast of -technological changes after 
employment for optimum performance and for job advancement. 

f ' 3) to foster student awareness of the cultural., political, economic, 

and social aspects of modern life. . • ^ 

4) to provide guidance for those with academic and occupational concerns. 

5) to provide programs of continuing education for those wishing to 
further their education .without obtaining an .Associate Degree. . ^ 
Programs are '-being explored and developed to meet the increasing • 

> ' diversity and number of Requests for "Iffe-long learning." ' 

6) to pravide s^vices to the coirfnunity by making the College's facilitie% 
available for meetings, seminars, discussions, and re.5reation\ ^ • . 
College perso*nnel serve as resource persons and participate in many ^ 
civic enterprise?. . , . ^ ° * , 

, The coljege ^offers programs of instruction developed to meet personnel 
needs in business, agricul t^ure,. industry, and health ^ocoiMt ions*.' The objectiv^ 
of feach program is to educate technicians .in the applic6t;|^n of logit,. 
imagination, and intelligence in support of the professional workers'- , While ' • 
being oriented primarily with the application and' understanding of established , 
knowledge and methods needed*^ for entry 'employment, the programs are ^Iso - 
t:onceived ,to provide the- allied background education needed for career 
development, as a technician or for continued formal ^education. .The degree 
of achievement is that generally expected^of college students. Programs of 
sj^u3y leacjno an Associ^arte , Degree in Applied Business or an Associate Degree« 
fn Applied Science. 
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BOARD OFTRCSTtTS 



CAB/ytT . 



\D\f/\/srR4Tn i: cCk \r // 



BUDGLl COL \C II 



I LEGE COL \C 11. 




r\CUl TV SES \ Tt 



CLASS I EI EP ST A 1 1 



STUDENT SES ATE 



Seven trustees meet monthly except August. Six meetings provide in- 
formal dialogue sessions. Three of the informal sessions ^redirected to 
special personnel concerns. 



September. .Faculty Concerns 
November.. Staff Concerns 
December. .Unstructured 



January. .Student Concerns 
April.. Unstructured • 
Jujne.. Unstructured. ' 



President, Vice-President, Dean\ Director of Institutional Studies, 
Regrstrar and, Assistant to the President, Business Manager, and 
Treasurer. (7) Meets on call of the president. 

Cabinet Officers plus Deparlment 'Chairpersons,^ Directors, Assistant 
Chairpersons-Directors, the Data Processing' Manager, and the 
Community Relations Officer.' (18) Me^ets regularly in October, 
November, January, March and May. ..and upon call of the president. 

Cabinet*Officers plus the Speaker of the Faculty and an elected repre- 
sentative of the Classified ■^^laff. :t9)* Meets on call of the president 
usually for a series of meetings in December and April. • ^ 

Cabinet Officers plus Officers of the Board of Trustees, , Faculty, 
Student Senate, ^lumni Association, and elected representatives (2) of 
the Classified Staff. (25) Meets in December and April., 

The .Faculty Senate is composed^of two representatives per department 
-plus three members elected at large. The Steering Committee is. 
composed of the Leader (Dean), ISpeaker, Assistant Speaker, Secretary, 
Treasurer, and Chairpersons of the Standii}g>Comraittees, 

Thfi Handbook Revision Committee is. composed of six elected 
members representative of secretaries, custodian^s, data processing 
personnel and auxiliary servicesjiDersonnel. Elected representatives are 
members of the Budget Development Committee (1) and the College 
Council (2). The Communications Committee, representative of secre- 
taries and custodians, polls its constituency on questions in point. 

Representative of all Departments, the Student Senate has five elected 
officers. ..President, Vice-President, Recording Secretary, Correspond- 
ing Secretary and Treasujer. All are members of the CcJllege CoiinciL. 
The Student Senate has standing comittees for Activities and VKthletics,^ 
and is represented on the Faculty Educational Policy, Curriculum, 
Library, and Student Affairs Committees* 



OPERATIONS 



COLLE(?r«PERATir^^G HOURS 



' Use of Campus Facilities. - Campus facilities normally will be ^pen 
to students as follows: ' 

Monday through Thursday 7:00 a.m/- 10:00 p.m. 

' Friday 7:00 a.m..- 5:00 p.m. 

Saturday 8:00 a.m.'- 12:00 noon 

"Hours may be adjusted for special events. 

*Note that North Campus Drive (John Street) closes at 6:00'p.m. 
Administrative Office Hours — Administrative offi.ces .are generally open: 

Monday through Friday 8:00 a.m. - 5:00 p.m. 

For extended conferences/ students should arrange for an appointment; 
otherwise, students may discuss^ problems or situations on a walk-in basis-^ 

Continuing Education Office Hours - The Continuing Education'Office** 
v^ill be open: 

Monday through Thursday 8:00 a.m. 8:30 p.m. 

, ' Friday ' . 8:00 a.m. - 5:00 p.m. 

Saturdciy \ 8:00 a.m. - 12:00. noon 

Faculty Office Hours ^ v 

Faculty are ava^ilable for individual student conferences. Appaintments 
are arranged individually by each faculty member. Offic^. hours are also 
posted for each member. Faculty schedules are generally posted in faculty 
cubicles. Students 'in the evening program should be advised of this if they 
wish to communicate yith fu.l 1-service day 'instructors. 

• 

Library Hours - 

Monday through Thursday \ '7:30 a.m. - 9:00 p.m. 
Friday * » , *7:30 a.m.' - 5:00 p.m. 

• Bookstore Hour^ ' - ^ ^ 

Monday through Thursday 1D:00 a.m. - 1:00 p.m. and 2:00 p.m. - 4:30 p.m. 

Monday Evening • 6:30 p.m. - 7:30 p^m. ^ • - . 

, Thursday Evening * 6:30 p.m. - 7:30 p,m. 

Friday \ . 10:00 a.m. - 2:00 p.m. . ^ 

The college bookstore, located on the Ic^er level' of Rhodes Hall,. stocks 
^required books and supplies for all courses offered i^t the, college. After 
registration, students are expected to purchase thei.r' required books and 
materials, ^Students should take printed schedules to .the bookstore and 
select the 'proper books and .materials. Books are arranged according to ' ■ 
course number. As you enter the bookstore: ^. ' ^ . 
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To your left: -03000 Accounting through - 

14000 Behavioral Science 
On the west wall: * " . " 15000 BSology through 
' . ' ' " * . ^ 2500a Court Reporting ^ 

On t^ie -ncTirth walh^ 27000 Data Processing through ^ 

^ ^ • 40000 Horticulture 

First island she'lves: > 44000 Law Enforcement through 

51O0O Nu/sing • 

5 ' Second island shelves:- 51Q00 Nursing through 

' ^ ' ^ ' " 63000. Science 

.Third island shelves: % 66000 Secretarial Science/ 

Do' npt write in your book until after the firs^t class session. If the 
. class schedule is changed or cla^s cancelled, the bookstore will giye a full 

refund on textbooks witnin ten days of purchase provided the books are unmarked', 
, in new conditi^on, and are accompanied by yoOr sales slip. The bookstore is- 
oper/ited,by the college as a convenience for registered p^id students of 
Clarl< Technical College. It js not a public bookstore. Instructors are 
'reminded that students should not be required 'to purchase textbooks whicfr 
will not be utilizetl in clasps. Each of us has an obligation to keep student^s 
cos 1^ to a minimum.- ' ^ . ^ . 

* * « 

PARKING FACILITY/REGULATIONS ^ • • ' ^ 

Parking Facilities - Parking, areas are marked for j^ur convenience, reserved, 
visitor,, faculty, student parking. All members of the college cominun-ity should 
observe all traffic regulations. Bumper decals for all cars parked on campua 
may be obtained annually from the student *servi ces office, 234 "Rhodes. Fines 
will be assessed for liiose cars /lot displaying the proper bumper ciecal or 

* violating motor velii clc regyVations. Parking violations are paid upon receipt 

• at the student services office, .234 Rhodes. First Violation - $1.00; Second 
Violation - $3.00; and Third or more violations - $5.00. All moving violations 
such as speeding and stop signs: First Violation - $5.00; Second - $10*00; 

and Third af=^ more, - $15.00. The ignoring of two consecutive parking citations* 
will be followed by a written ^warning lo the offender 'that his.orher car will 
be towed away upon commission of , a third offense unless t^he preceding citations 
are resolved. Cars tov;ed away as a result of a third infraction shall be .towed 
^ only by a professipnal wrecker service upon authorizatidn by the Director of 
Student Services' The Director of Student Services shall inform the Dean of 
, the action taken noting the date, ^1 me.," make of car, license number, apd nam^ 
of;the offender, and location of the towed-away carj ; ] 

Faculty Parking - Evening faculty are asked to use the faculty ''lot adjacent 
to Rhodes Hall. Tht? lot is the jpflly !'faculty reserved" parking area after 
6:00 p.m. In the day hours adjunct faculty may Use any of the several * . 
faculty lots (see campus map) on campus. . * 

ACADEMIC PROGRAMS AND COOES ' ' ' . ' . ' 

\ • , ' 

* Associate Degree Programs " 

Business Technologies . 

Accounting Court/Conferepee^Reportrng^ 
Business Management ^ Executivb Secretarial 
J' Commercial Art' '\Medical Secretarial 

Computer Programming! ' ' 

* - 1 = High- School Algebra required 

ERJ[C' ' ' ^ o 'I'yping. required . ' 



Engineering/Natural Science Technologies • . ^ 

Agri-Business - ^ i * ' Electrical Engineerings • 

Aiitomotive Service Management^ Landscaping., Gardening/ Turf 

Civil/Cons-truction Engineering^ /Manufacturing TechnoloQy2 

Concrete ' Mechanical Engineering^ 

Drafting and Design^ Power Equipment Farm/Industrial 

General Education * • 



Ghild Care/Management ' ^ ^ • ^ 

Social Services ^ ^ - - ^ . 

■ Health Technologi es ^ . 

Medical Laboratory2»4 ^ 
Nursing,' R.N. ^ , ^ . 

Public Service Technology , . * * 

. Law Enforcerpeot - . ^ ' » . ' 

Requirement Codes^ - High scKool graduation or equivalency required in . 

all programs*. ^ ' • ^* 
1 = High school algebra required 
- 2 = Two units of college preparatory 'math-quired ^ ^ 

3 = Typing required . ' » . - ^ . \ ' 

4 = Chemistry required ^ ^ * \^ . 

Some course deficiencies m^ay be made up in pre-tgciirfical courses 
at Clark Technical College. -These, courses are offered ar\no charge 
to studeftts properly enrol led in the college.' , ' 

tert'fficate Programs '^ 
<» *' * 

Licens-ed Practical Nursing - High School graducitioti required. 



* • ^ CETA Programs 

^ ' Draftsman: Mechanical * * Geriatric Nurse Aide 

' . i> - 

■ Spe'c.ial Programs . ' , - 
• Adult Reentry (^ust;y NaiVs") ' Displaced Hememaker (Pending 1-1-78) 

Program Codeg - The follpwing progranv codes' are used on student r^ecords^ such 
as* grade' repor^ts, schedule requests^, add/drop Ccirds, ^wige cards, ^surveys; etc. 
In general, a^student moves from first to second •yea.r status when he has 
completed one-half of- the required courses listed in tfie catalog, ,1 

Business Technologies (Department Code 2) Example: Ifr Z = tst year Accounting 
y ^ * . * , ^A 2 = 2nd yeciF7\ccounting 

A - Accounting . . 

-\ BM'- Business Management* - ^ ' 

CA - Commercial Art* " ' ' ' *. ^ • 

CP - Computer Programming • 

CR - Court/Conference ^Reporting ... 

•fS - Executive Secretarial . . ^ • 

MS - Medical Secretarial 



Program tddes.- continued-' 

Engin'eering/Natural Science Technologies (Department Code 4-Engr. _5-Agr.) 

'Example'; 1AM4 = 1st yea'" Automotive Service Mgmt. 

• ^ \ , . 2AM4 = 2nd year /Vu(tDnioti ve Service Mgmt. 



/ 



AM 
CE 
CN 
DD 
EE 
M 
ME 
AB- 
AE 
TL 



inolfH/ 
Ij^n 



^e- Service Managemeirt 
nstruction Engineering 



Automol 
Civil 
ConcV! 

Drafting & Design ' 
Electrical fhgineerirtg 
Manufacturing . 
Mechafnical Engineering 
Agri-Business # 
Agricultural Farm/Industrial Equipijient 
Landscaping, Gardening^ Turf 



General Education (Department Code 0) , 

HC - Child Care/Management 
HS - Social Services 

Health Technologies (Department Code 2) 
\^ ML - Medical Laboratory 

RN^- Nursing', R.N. 

PN - Licensed Practical Nursing 

Public Service (DeparWnt Code 6)-' 
LE - Law 'Enforcement 

• * 

Misj^eJlaneous; /.^ • » 

4 C - Continuing Education 
HD - NonrDegree ^. ' ' 
CC - Cross Registration * - ^ 
TR^- Transient Student ] • \ * 
NC - Non-DegVee 'Court Reporting 
NR. - Non-Degreie]*Regi§teVed Nursing 



Non-Degree Practical NChrsinj^ 
Non-Degree ^Medical Laboratory- 
1^0 Department Code - Non-Matriculant 



NP 

NM 
4i 



ACADEMIC ADMINISTRATIVE OFFICES 

Dr. S. R. Richman, Vice President Library 

^ iDean Al{)ert A; Salerno . • Rhodes 
. Richard A^ Starr, Director Continuing . 

^ducatioii/Evening Classes * Rhodes 

Dr^ L.J^onnin,* General Education » Rhodes ^ 
J. Thomas Fourman, Business ' Rhodes 

- A. E. Hartman, Engr. /Natural Science ASC ' 
Constance -Murphy , Health Careers' v ' ASC . 
J. Michael Fogarty, Admis^sijons Rh'odes 
Thtf«as McCuistion,. InstVucr. Services Library 
Robert Cherry, Director Student Services Rhgdes 
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8- 
8. 

8- 
8- 
8-5 
8-5 
8-5 
8-5 
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M-F 
M-F 
M-F ■ 

30 ^. 
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M-F 
M-F 
M-F' 
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.Phillip Weiss, Student. Serv/Evening. Clashes Rhodes 
Margaret Riley, Registrar . ' ' • library , 

■ . '■ V ■ 12 . , ■ 



6-8:30 p 
8-5 M-F 



m. M W R 



,m. M-R 



All adjunct, ficuUy are assigaed to an academic department upon 
employment at Clark Technical College. Your, department chairperson/ 
director should be your first line of communication on any problem^. 
The continuing education office and student services office are open 
four nights a week* until 8:^30 p»m.^ for the convenience of studefits and 
faculty. Plea*se refer requests for A.V. equipment etc.-t© those offices, 



' . / ' FACULTY/STUDENT RELATIONS 

CLASSROOM PROCEDURES AFjD^ ATTENDANCE 

. Classroom- Procedure s - Ifis expected that^ 'healthy atmosphere, conducive 
to the learning process, v/ill be maintained at all times^in classroom and 
laboratories. Th^ faculty-student relationship. should be one of mutual 
respect and acceptance of the rights and privileges of each individual. 

*At the- beg'il^ning of each quarter, faculty members are expected to use an 
early class period to orient the student to the course -objectives and the 
expected classroom routine. Student regulations concerning class attendance^ 
•testing, gracing, and make-up plicy should ^e spelled -out in detail during 
the first xlass nieeting. Instructors shfCld attempt tc.be specific conq^jrning 
* the educational objectives of the couHe "as students have a rjght to under- . 
stand what will be expected of them and the instructor. ' ^ 

Class Attendance - The curricula of all technologies at, Clark Technicals 
College have 'defined* acaclemi e <ind technical skill per^onHance levels. 
Providing the learning environment is.the responsibility of the Clark - 
-Technical College instructional' staff r Achievement of the performance 
levels is the responsibility of the student. 

Steady^and gradual progress toward achievement of academic goals is best 
accomplished through -regular class participation. Therefore, students are 
''urged to attend al] class .and laboratory sessions. Absence for illness or 
emergency reasons should be reported to the class instructor for proper 
makeup credit. ^ . - • r 

' When a student is specifical ly reported Jn writing by a department chairperson 
to the registrar's office as being absent from class to. such an extent it 
precludes satisfactory progress toward completion of an^associate degree, 
upon authorization of-Uie-Oean, the registrar's office may^ notify and drop 
the student from the course with a grade of F. 

GRADE REPORTING 

c ^ 

Student grades are reported* to the Registrar's office each quarter .on data 
processing cards provided for this purppse. Adjunct faculty will receive 
grade reporting cards approximately^ ten* days, in advance of their due date. 
,Please check your fiie in the Dean's oYfice or your departmental office for 
the pre-printed reporting cards. Grade? are reported once each quarter 
(after f inals) . . . the exception is the fall quarter when a mid-teVni grade 
is used to alert'' a student to the, quality of work b^S^ig accompl ished. . J t 
is not on official grade of tbe college. 



ACADEMIC ADVISEMENT ^ ' /* 



Tlie faculty of Clark Technical College' has an abiding concern for .the 
welfare of all students enrolled at the college. Fatuity are joined in 
an academic advising system to advise students with the making of occupatipnal , 
academic and voceitional decisions. > ' . ' . - , 

Upon acceptance each student will be referred to the departm^6nt chairperson 
in his respective career area.' The department chairperson shall assign a 
faculty •member, v/henever -possible^ preferably -wi thin the student's fhosen* 
academic , field, ..to the studenfas his faculty adviser. Studerits should 
schedule ah appointment soon 'after having been assigned an adviser to becom*e 
acquainted with procedures and the adviser's bffi ee' schedule. 

^ . . * -n - 

The academip' adviser ^is^ the -ke^^person in the registration process for enrolled 
students. As soon'as a^quar^rer class schedule is published, students should 
schedule a meeting with^their respective academic adviser.. The faculty adviser- 
maintains a fiVe on each of his assigned students and register^? them for each 
academic quarter. \^ ' ' * • . 

Ever\ing school students, not assigned a specific academic adviser, are assigned 
to the Department of Continuing Education. The continuing Education Department 
will hav,e personnel available for academic and personal counseling. Monday 
through. Thursday evenings from 6:00 'p^m. to 8:30 p.m. in room 214 of Rhodes 
Hall. Registration for currently enrolled students in the evening school should 
be taken care ^f by the Department of Continuing Education Office or evening 
student services personnel. ^ . . 

Adjunct faculty should acquaint themselves with the bulletins on student 
registration each quarter. Your- attention is directed to the regulations 
concerning registration of full-time students and less than full time^ • 
students. . .duri^ng most quarters, regis traction periods will ^ya ry for these 
s'tudents. * " ' ^ * 



REFERRAL PROCEDURES 
Academic Reasons 
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.jj^^en a ^tude^nt demonstrates evidence of need for assistance in his courses,-^ 
• faculty, should pVovide the Developmental Education Office with a written / 
notice recpjnmending assistance. The Developmenfal Education Office will 
then institute proceedings to set up a program o^' remedial or tutorial '*in-^ 
struct! on. . - ' . o ^ ' ^ 

Tutoring Service s ? A^centralized tutoring service is available tO: aTl 
enrolled students of the college. Students- wishing to avail themselves of 
the service may do so by contacting the Development Education Coordinator 
in the LRC Media Center. Student tutors are assigned from the Devefopmental 
Education Office and work sessions are generally held in th^ media center. 

, Students should be aware that the instructor is the primary source of infor- 
mation in his course. However, after consultation, if a decision is reached 
to proydie a tutor, the student can be assigned one: Students are generally 
Q ^utored for two hours per week for one subject. However i permission may be 



Tutoring Services - continued 
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granted for additional subjec^or additional hours. 



pach student participating in the program will be expected to approach * ► 
each tutorial session-with the objective of gaining iis much academical ly 
from each session as is possible. The student should prepare to discuss the 
course v/ork with the tutt)r, ask pertinent questions, etc. The tutor will 
not do "homework" ^f or ;tb'e student, but wrll assistMn every Wc^v to help him 
understand the subject. ^ ' ^' , 

Students elig1b]e to se'rve^as tutors are students who have either made the 
Dean's- List or have been recommended by their department chairperson. The 
c ollege prpvides ^ thi s service free to enrolled students. Student progress 
is evdlua-tqd every two weeks by the student tutor and the Developmental 
Education Coordinator. Students are apprised of the evaluation at the 
same trme. 



Disciplinary Reas ons 

When a student's attitude or conduct is deemed detrimental both to his 
own best interes^ts and those of the college, a written referral should 
be made to'^the o/fice of the Dean. In most instances, a personal 
conference can/^solve the prob'l-em. ' 

-In all cases, the student will be clearly informed as 'to his righ'ts. 
Wh^ere circi;imstanf es Warrant, the s^tudfent will be reminded of the follow- 
ing documents: . ^ . - . 

1. The "Joint Statement on the Rights and Freedoms of Students." 

2/ The iaw and Order Regulaftior\s of the^ollege as adopted, by , 
the Board of Trustees orf March ^.8, 1^^ ^ 

3. House Bill 1219- regul^ing campus disorders. 

The student if charge^d becomes* subject t6 the Student-Faculty Judicial, 
System of 'the college*. Every effort;. must be made to guarantee the , 
student his rights of due process including a written notire of the 
charges against him, the.ri'gh^t to a hearing with opportunity to facfe 
accusers, and the right to appeal decisions of the hearing body* 



CLASS LIST PROCEDURES . V - ^ 

Faculty members receive class lists approximately three day^ after ttie 
start of an acadeinic quarter. This. is- a tentative roster tro use in 
determining whether students attending class /lave -legimately registered 
for that spq^cific section; 6T fhe class and have paid fees/. . Adjunct faculty 
. should: ^ , ' 



1. Read the instructions accompanying the- class list. * 

2. Add students to the list who present ^ou with a green "fee paid" 
:^ card. (You shouldn't admit students, not on the original list, 

^ * without a paid fee card.) 

3.. Keep one copy of the list for your records and return the * * 

other to your departmental office as par the requested schedule. 

*• 

A-sanjpling of the purposes these rosters serve is 'listed below: * 

1. ^ final grade cards are printed from .them. ' ^'''^^^ 

2. Departmental analysi^^of course overloading is drawn from them. 

3. They serve to Inform you of unpaid or unregistered students. - [ 
A workable system for verifying the roster is as follows: ' ^ 

1. Ose them to call the rol 1 . ' ' * \ ^ 

2. Request a. student who is not^JrTthe roster to go to the Treasurer's 
offi.ce to obtain a green "Permit to Enter" class card. * ^ 

3. Epter on the^class list those student's names who are notion the 
roster, but who have prov.ided yoa^with pennit to enter class cards. ' 

-.4. Write the words "No Show" beside, the names of students .who ^have 
not shov/n for class. ' *. , ^ 

Sign the 'updated role and returns" t to your departmental off^ice 
per instructions . ^ , ' 
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STUDENT REFUND POLICY. ' - • 

Refunds of instructional, general, and laboratory fees v/ill made' 
iaccoVding to the following schedule. All drops or withdrawals must be 
in writing and are effective on "fche ^ate received by the registrar's 
of fid: ■ . ' - ' 



REFI 



ND OF STUDENT FEES SCHEDULE: FALL, -WINTER, SPRING QUARTERS 



By 4:00 p 



By 4 
By 4 
By 4 



:00 p.m. 
:00 p.m. 
:0P p.m. 



Date of Withdrawal 

the. first„dajf .of. thf flyarten , - , - 
of tfie second Friday of the quarter 
of third Friday of the\Quart'er 
of foui'th Friday of the^quarter 



Aftfer the fourth-week of class- 



Refund 

100% 
75% 
50% 

25% 
NOj^E 



REFUID OF SUMMER FEE SCHEDULE: SUMMER TERM A 



' -Date of Withdrawal % 

1 ^ '. : 

By 4:00 p.m. on first day of term 
By 4:|)0 p.m. of fifth calendar day of term 
By 4:00; p.m. on tenth calendar day of term 
After 'tenth calendar day of term 



Refund 

100% 
75% . 
■ 50% 
NONE 



REFUND Of SUMMER FEE SCHEDULE: SUI4f€R TERM B ' 
Date of Withdrawal 



m. 



By -4:00 p 
By 4:00 p.m. 
By 4:00 p.m. 



on first day of term 

on fifth calendar day of term, 

on tenth calendar day of term 



After tenth calendar day of term 



Refund 

100% 
75% 
50% 

NONE . 



REFUND OF SUMMER FEE^^HEDULE: SUMMER TERM C 
Date of Withdrawal 



By 4:00 p.m. the first day of quarter 
By 4:00 p.m. of second Friday of the quarter 
By 4:00 p.m. of third Friday pf the quarter^ 
By^4:00 p.m.-^f fourth Friday of the quarter' 
After the fourth week of classes 



Refund 

100% 
75% 
50% 
25% 

NONE 



The^e vrill be no refunds of Health and Occident Insurance premiums, but coverage 
will remain in effect until* the expiration of the student contract. ^ / 



Stu^enr^inancial aid at theyClark Technical College is granted primarily 
on the basiVi^f^eed and to/a limited extent on ability. ^Students who have' 
been accepted for^^dmissj^ obtain application forms from, the student ' 
services office. ArT^jptrTi cation for admission or the Parents* Confidential 
, Statement does not constitute an application for financial aid. * 

f * * ■ . * . 

In general, the deadline for* completion of applications' for financial a1^ . 
.for:the full academic year is August 1; for'v/inter and spring quarter, 
Decentber 1; forv^ring quarter, March 1., Returning students must reapply 
for financial ^'d for their second year. . ^ \ . 

Th^ studer^ ^^rvices office has applications for Ohio Instructional Grants 
^ and Basic Educational Opportunity Grants and will assist those students "Who 
\ .wish to complete these applications. ' ' * ^ , 

. Financial aid from 'Federal funds representing Supplemental Education 
Opportunity Grants, College WoVk Stftidy Grants, -Nursing Grants, and Law 
.Enforcement Education Program Grants is availabje through the student 

-^ervices office. Students applying for these grants must complete t^e 
College Scholarship Studervt' FinanciaPStatement.^^ 

The Clark Technical College Scholarship Foundation gives aid to students »in 
the form of grants and loans. Information ^on all financial aid matters 
is available fr'om the student services "office. Please note the office 
hours of that department "college hours;* for information to students seeking 
financial aid help. * - - . • 



VETERANS AFFAIRS - 

Those students applying for veterans administration benefits must file bath 
copies of their Certificate of Eligibility in the r$gistrar',s office. 
The veteVans- administration does not issue checks until these have been 
verified by the registrar's office and returned to the veterans administration. 

A veterans counselor (from the Veterans Administration) is available on 
campus each Wednesday 8-4 in the student services office. In addition, the 
student services office has a veterans counselor available during the week. 
Questions concerning benefits, payments, regulations, etc. should be 
directed to that office. ^ * • • 

STUDENT WITHDRAWAL PROCEDURES . ' . ^ ' 

~' A student is officially withdrawn from a course when the 'drop/cidd card has 

been processed'by the Registrar's office^ Students wishing to withdraw from ; 
a course should utilize the following procedure: 

K Student discusses reason^-fpr the withdrawal with the respective 
adjunct facility member^ . 
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Stydent Withdrawal Procedures - continued 

2. Adjunct faculty member fills out (drop/add card. . .supplied by either 
a departmental office or the evening college office) and processes 
v/ith the respective department. 

3. Courses dropped during the first fourteen days of a quarter shall 
not be counted as work attempted. - * • . 

'4. A v/itbdrawal from a course after the seventh week will be recorded 
. as an F unless the faculty member requests otherwise and provides 
justification. ^ 

5. Veterans should discuss withdrawals with the.V.A. officer oh campus 
prior to officially withdrawing. . .under new rules a witfi^drawal counts 
as no course taken and could mean payback of benefits. 

Complete withdrawals from the college should be .encouraged t^-provide the 
Student Services office w'ith an exit interview. Remember that students 
withdrawing from the third to the seventh week will receive a W as a grade. 
Your records should be reflected on your final grade cards according to * 
withdrawal dates. - > . 



DISPUTED GRADES 

• » 

At present tlie college has no formal procedure dealing specifically with 
.a disputed gr^de. Students should attempt to work out problems, with 
faculty member prior to 'appealing to a department chairpeV'Son or to 
the dean's office. Adjunct faculty have an obligation to meet with 
students concerning disputed grades and to provide rationale for the 
awarding of a particular grade. 



' ACADEMIC POLICY ' • 

r 

INSTITUTIONAL GRADING POLICY 

The- college' uses the following grading system': < 

^ / ■ ' • Grade Points 

Grade Explanation ^ Per Credit Hour 

A Excellent ^ 4 

B * ^ Good 0 .3 

C " .Average 2 

D Poor (lowest passing grade) 1 

F V Failure « ' 0 o 

S Satisfactory ' * 0 . 

U Unsatisfactory 0 

Withdrew before Midterm 

I Incomplete . 

CR Credit 

NC c No Credit (no progress) ' fi. 
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^Institutipnal Grading Policy- continued 

, . Ntf Tiumerical equi va1et]t'§ ha^^fe been' estabi i shed for the letter Qrade. The 
grades i's' given'^only for. internship- coukes, pre-technical studies, and 
exceptions for cause cleared by the Departmental Chairperson' through the 
'Deart's;6ffic€.. The gradej is given when /the .student has not completed 

. . all requirementsr of the course for reason^ acceptable to the instructor. 
In the case of pre-techn.ical courses the'F grade Shall denote that'the 
student has (tiade- progress, but should be reassigned t® another developmental 
^education section for the succeeding quarter. 'If a student wishes to have 
a -usua) achi£vement grade (A, .B, C, etc.) reported, an incomplete must be ■ 
_ ^ removed by mid-term of the next regular academic quarter after that in 
which it was in^rred. 'The J-grade will have no effect on the student's 
cumulative point average." Exceptions to this regulation may be made only 

-v. .with the Dean's- approval-. ~ ' 

CREDIT-NO CREDIT POLICY " - 

"Students at the ClaVk Technical College may choose to register for courses 
^ under the Credit/fto credit Grading Plan according, to the following 
• provisions: 

. 1. A student may petition Student Services for permisison to take one • 
course each .quarter to a maximum bf six courses, on a credit C|?, 
• non-credit NC> basis. The Studenit, Services office. shall set a' 
.promulgated deadline for petitions prior to the start of any quarter. 



2. No more than two of these may be 
tv/o from basic offerings and tv/o 



selected from general offerings, 
from technical offerings. 



A 



^ 3. The stirdent makes the choice at ijhe time of pre-registration. He 
cannot change from C^/NC ta the regular grading system or from the 
regular/grading system to CR/NC after the quarter has begun. 

4. The instructor shall not be notrf,ied of the student's choice of 
r the grading system. \i ^ . * 7 

5.. At the end of a'quarter, a grade of C or better. will be converted to 
CR on the student's transcript; D or lower fco NC. 

6. ' A credit CR, no-credit NC grade will nh be ijnel.uded when' computing. 
the cumulative average. / S ^ 

A student will not be required to take any CR/NC courses,. Pertinent dates 
for CR/NC registration aVe published in the yearly operatr6nal calendar. ^ 

• *' \ " - ^ ' 

s 

TESTING PROCEDURES/FINAL EXAMS ' ^ V* 

Testing Procedures - Instructors are expected to give tests and quizzes. 
Jhese should be viewed as a part of the student's educational experience. 
As such, th^y should be presented in a variety of styles requiring the 
, student to draw on his ability to org*anize data, compare, make-<ilstinctions, 
and arrive at .warrantable coficlusions. 
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Testing Proceudres/Final Exams - -continued , ^ ^' ' ; - ^ 

Final Examination s - Final examinations are to be grven according to. the 
^schedule prepared by the Dean. The examinations should cover the work of 
/the entire course ancj- should be sufficiently comprehensive to challenge 
the student's efforts during the entire time period assigned. - 

PROFICIENCY EXAMINATIONS'' / • ' • ' 

A student \/ho considers himselV/herself qualified^ previous course work 
or life' experience may elect to request a proficiency examination in a- 
particular course. To qualify, a student must present' satisfactory evidence . 
to the department chairperson of the academic department responsible -for ^ 
the course. ^ ^ 

Once permission iy granted by the department chairperson, the student proceed^ 
to the bursar's office to pay the institutional fee for the administration, of a 
profjciency examination'. " The student must then present evidence of .payment 
a"t the-proper department office andjormally register to tal^e the examination. 
Upon completion of this process, the examination wilT'be s'cheduTed.' " \ 

In addition to the invidiual departmental regulations governing proficiency 
examinations, the following regulations are in effect: 1^ 

1, A proficiency examination may riot be retaken for .a* period of o^Qe 
-calendar year in the case of a student having failed a proficTOTcy. 

-% ' } ^ 

2.. A student may not rex^uest a -proficiency examination for any^cour^e in ^ 
which the student has received^an £ f or three years after receipt of 
' / the F. • . • ' . * ' ^ 

3. 'Students requesting proficiency examinations ijp a particular*i:oi]rse' 
' ' must show evidence of completion of all prerequisites to the cours^ 

4i Proficiency test periods s.lieill be those published io official academ^'c 
calenflter^of the Dean's office. ' ' 

\ • ^* . - 

5. All other regulations governing proficiency examinations are at the - 
discretion of and- published by the respective academic departments...^ 



studen.t;s should^ reqOest^ additional requirements from individual 
departments 



GRADUATION .REQUIREMENTS 
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To qualify for an associate degree, a studeTit must pass all required courses 
plus the required crediis in general education and must ha^ve a cumulative 
average of 2.0. Students in the registered nursing program must have a 
cumulative average of 2.0 and must have a C as a minimum gf^de in all of the 
courses 'taken in the 51000. series; medical laboratory students must have a 
cumulative average o/ 2.0 and must have a C a^s a minimum grade in all of ^ 
the courses taken in the 49000 series. \ ' 



Graduation' Requirements - continued ' ^ \ 

'^To qualify for a certificate in practical nursing the student must have a 
.C as a minimum grade in allTNuVsing Skills Courses and in 51010;.afid must 
•have a cumulativ.e average of 2.'0 in other required cour^ses.^- 

Students receiving a degree from Clark Technical College cmust demonstrate , 
competency in the .technical educatian courses as prescribed by the \ 
respective department. Nofinnally transfer students are 6xpQCted to 
satisfactorily complete at Teast 30 credit hours in these courses as ' 
resident students. * ^ , , * ^ 

' % 

The exceptionsiito the above residency policy ari& foi* those graduates of the 
Springt4eld ana Clark Caunty Technical Educat;ion Program and students 
enrolled through the Servicemen's Opportunity CoHege. Graduates^of the 
^ . SCCTEP must earn an additional twelve quarter/hours in General Education ' 

'and six quarter hours in their field of concer>t;ration/c Those credit hours /v 
niust be earned at the College, or may be transfer or*,proflciency 'credits^ 

'whicfrhave been approved by the appropriate* CTCctepartment chairperson. 

Students with a cumulative 2:0 average who need no more *thcth. two courses 
which will be offered during the summer quarter, to cbmp'^^t'e degree 
requirements, may. petition the dean to take partn'n the Jurre ^gra^tJu 
ceremonies. Blank diplomas will be issued. RegulaerndipTSrhas will be marked 
for those who complete requirements during the summer. . 

The-'College reserves the right to modify its* graduate an and otter Ve'^u^'^e^ents 
as may seem necessary from time to time. It v/il1 be obligate'd Dnly cluring 
' the acadelnic year of the student's registration by requirements^publ ished 
in the catalog for that ye^r. - ' ^ . , ^ , . . - 

Studehts who interrupt their attendance and who later return must meet the , 
curricular requirements in force at, the time of^ their return. , 

All financial obligations to the college, ^^i^lllp'ib ra ry fines, ^ tuition • 
payments, laboratory fees/ parking fines, Htiust be cleared befqre' a diploma 
wiH be issued by ^the college- ^ v. / ^ 



GENERAL INFORMATION' . 

FACULTY SERVICES DAY/EVENING 

Adjunct faculty are essentially provided with the sante services/ 
as full-service teaching ^facul ty. Daytime faculty should check with' 
'tfapir respective departmental office /or any needed service, . .evening"^ 
faculty should^make re'quests for specif ic 'services' at the office of the* 
^-evening college director, Rhodes 214, The following are examples of the 
' jnost frequently needed services:. ' ' * * * 

1. Audio-visual equipment. . .please res^rvfe several days in advance/ 

. 2. Film rerital .••<. catalogs aVailable in Library Resource. CenteW' 

3. 'Personal gopies of textbooks^ workbooks, 6tc. . .generally handled 
* "by the department -chairperson. ; 

A. A student needs to rfegi^ster. . .a^student needs to be counseled. 
a student needs 'V. A. or financial' aid information, . .use afore- 
'mentioned process points as a beginning/ 

5. ' Filling out and filing time cards for hourly faculty/ 

6. Return Of signed contract for course or courses being taught. 

■ ' " • ' ■. _ 

DUPLICATING/MAIL DISTRIBUTION . - 

Duplication of educational materials or examinations should be 
\ accomplished in the following manner: ' . 

^ . * 

Daytime (8-5) ■ . 

" Materials for duplication or typifi^^ould be turned into your 
departmental secret-ary. You should try to allow an advance notice -of 
at least 2 days, i.e., Thurs^day's work turned in. Monday evening. etcl 
She will make a determination of the method of reproduction, . .please ^ 
• },et her know if yc^have a preference. Jdu may pjck up the material in- 
youf departmental office folder Dr in your folder in the Dean' s- off ix:e. • , 
you should communipate* your preference to the' cigpartmental secretary.. 

Evening >(6^10 ) . ^ ' 

Materials fof- 'duplication" or typing should be turned in to tt" 
, evening receptionist (R-210). The materials should contain speerffic 

instructions as to numbersb> etc. .Please allovf as nluch lead time as ^ 
. possible. ..certainly no less than three days'. Materials will tie placed' 
in your folder (Dean's offjce) for pickup. * • • - 

There are. xeroxing services available in the evening -in-^the college 
Library. , However, vfatrulty^are cautioned about utilizatxonr!because pf the 
new copyright laws (guidelines are available from' the Instructional 
Services Department) . - . ^ * . ^ 
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Ouplicating'/Mail Distribution - continued 

Caqjpus mail Addressed to .you will be placed in your fglder'^ _ 
soon as it'-arrives. You should-sehd messages to on^^cm^iu^ 
. via -inter-off ice mail. Place your message in^-rfiteroffice envelope 
(available in department offices or -evening'offiqe) and leave at 
pickup station. ^ . . " 

• . * • ' ' >* . ^ 

' ROOM CHANGES/CLASS BREAKS . ^ ' ' ^ ' ^ . 

. Room Changes As in most other colleges, our instructional facilities are ^ 
by an ever-increasing- number oT^students.^ Every effort has been made to 
as.sign-each course to an appropriate roomT If, however, a classroom- is 
not adequate for the needs ;pf a cTass, contact" the Dean^s office', ext.' 31.- 

^ First 'priority .is given to* changes' based on overcrowded rooms and inadequate 
support' facilities witli Ust priorities given to 'changes 'based on instructor 
cpnveniente or class convenience. ; ^ , ^ . 

, NOTE: Even though a larger classroom next door is empty at. the 
- " y 'same -hour a^ the hour your class msets, please don't 'switch 

*-^rqoms without obtaining the proper 'ap'proval . Many other 
' • ' ^vents^ meetings, make-up Classens, rion-credit courses; etc. 
are scheduled into unas^igned classrooms. If the master 
. *sch6dule of class assignni^nts- is not accurate, two events- ^ 
may be scheduled into the same room at the same timej This 
results in. incoDvenience to all concerned. , 

Class breaks - Classes must meet for 50 minutes out of each -hour schedujed. 
Faculty are expected to-meet\all class meetings as defined in the master 
. schedulerd. Clas5eS/>5hould not be cancelled except with the permission 
^t*he. Dean.^s office or his designated representative. • 

'Students on class breaks should be directed to Ihe commuter center in 
Rho'des or^q^ 2^ the lounge areas in either of the other classroom 

^ buildings-ig^here should be n£ smoking or eating^drinking in any classroom. 
Faculty ar^' responsible for monitoring this college regulation in their 

'^respective areas; 

, . FACULTY ABSENCE _ . 

.Faculty members. are expected to hold^.classes at- times and places 
^* .'listed in the reci^tation schedule. Requested changes mus,t be cleared 
• through, the department office and reported to the Dean. 

• Faculty "members who are unable to meet assignments due to illness 
or other unavoidable reason should inform their. Department Chairman or 
the eveninQ'-office director as soon as possible? 

Whenever it is necessary for a faculty member to be away from campus 
for any reason, appropriate'arrangements should be made for the missed* , 
'-classe^s and. an absence form should be prepared and filedVith the Dean's 
office. * - * 
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• EMERGENCY 'SCHOOL CLOSING PROCEDURES 

Emergency Disaster Plan - The following are statement? of who does what, 
when, and where., in response to contingencies which may confront an area as 
' result (JfOiatural or man-made. disaster. The purpose of the actions so 
planned is ta minimize the loss of Tife'and property. More specifically, 
this is intended to ensure that the best use possible is made of exist^ing 
resodrces. - * \ 

The business manager shall have the responsibility of recommending disaster 
plan procedures.^ The following p.ersons shall be designated far the emergency 
preparedness Qonunittee: . • - 
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Rhodes Hall: Project Officer - A. A, Salerno 

, Alternate . . R. Cherry ' • ' 

Altern^ite - R. A. Starr 

Shull Hall: ' Project- Officer - P. 'W. Dutenhaver ' i 
Alternate - . C. Welch 

■ Alternate E. D. Dean 

LRC: Proiect Officer - G. W.4kDwell ^ ♦ 



Alternatec-r- R. M. Graham 

Alternate - T. M. McCuistion' 



Aptolied Science 

Center: Troject Officer - G. Hartman 



AUernBte - . C; Murphy 
, Alternate - R. Dav.idson 

The disaster plan policy shall be reviewed annually at the beginning of the 
academic year with all employee^. (Dean H'or faculty and business manager 
for staff.) ' . ir-^ 

The business manager shall have the responsibility for supervising the 
following; ' ^ • 

a. ^aintenance^of a battery-powered radi;3 and battery powered 
megaphone for emergency communications.^ ^ « 

b. Semi-annual inspection,' and t^harging as required, of alt 

* fire extinguishers. . ♦ ' 

c. Semi-annual inspection of the battery-operatted emergency 
righting system. ^ . 

- d. Qiiarter-ly replenishment of all first-aid kits. 

e. Maintenance of eva'cuattitw routes signs in all rooms, r 

The treasurer shall be responsible for ^securing cash and valuable's befoVe* 
leavingsjthe business office. 

Drills* shall be conducted in accordance with the ^following individual plans: 
FJ RE, SNOWSTORMS, ICE, TORNADO, CAMPUS DISORDER, BOMB THREAT, AND HEALTH 
EMERGENICES. The emergency preparedness committee shall meet quarterly 
on the initiative of the business manager^ to review and revise the disas'ter 
plan and to'schejlule ?lrills. 



Emergency School Closing Procedures - continued 



Blizzards, Snow, and Ice - If during the day /there 'is a severe weather , ' 
warning of Mizzard conditions or a heavy snow storm which would make 
. aHv.ing extremely hazardous for the regular time for dismissal, the 
'College may be close(3 and students and staff dismissed. The responsibility* 
for announcing thrs 'decision shall rest with the Presid^t of the College, 
or in his absence with the Vice-President, ' '' 

Notifi.catio'n of No Schoof or Late Opening - If a severe b1-izzard or heavy 
sriow storm or ice occurs during the night which makes driving extremely " - 
hazardous and such conditions are known by 7 a.m., a no school or late 
opening announcement will be made over radio stations. WBLY and WIZE ,betw$en - 
7 a.m. and 7:'30-a.m. Responsibility for announcing this decision' shal 1 rest' 
with the President of the College or in his absence, the Vice-President." 
Evening college class announcements will be made by 2:00 p.m. over the 
^ same radio stations. . . - 

FIRE DRILL/TORNADO PROCEDURES - ' / . ' ' • 

Fire - The fire alarm signal shall be given by sounding the firm alarm 
bell in the proper building. Project officers or alternates shaM sound- 
the alarm for drills. . ' . 

Delegation of Dirties upon Sounding the Alarm: , ' ' 

a, Suoervision^ - The project officer or al terna.te/shal 1 s^ervise 
•clearing each building and upon notification by the busiTiess 
manager, shall give the signal to retarn in the case of (a fire dci^ 

' ■. ' ' 

b. Evacuation - All personnel shall proceed single file from the building. 
^ Lines will move quietly,- quickly, and in aJn orderly manner to the 

^ , exit previously assigned. All personn&rshall move at least 100 ' 

feet from the building and njOt block driveways. ' - • 

c* Notification of Neighboring*Room Personnel - Faculty or staff 
. ^ ' in rooms adjacent to a r^stroom V other room not-under supervision 
shall inform persons in these rooms of ttie alarm. 
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d. Closing of Windows - Each faculty or staff person shal-1 close 
all windows in their; room and the last faculty or staff 'person 

to leave a room shall turn*out the lights and clos^ the door," ^ 

e. Books, Coats\ Other Belongings - Staff and 'students shall be 

' instructed to leave all materials at their seats and not tx) get 
• clothing or other belongings- • No one will be allowed to return . 
to the building once it has been vacated— until authorized to return. 

f. Routes, Exits - The occupants of each room w'lll exit from the 

builcjing according to the evacuation plan posted in* the' room, ^ 
If the exit is blocked, the alternate route pos-ted in the room 
shall be used. 

g. Frequency of Drills - At least one drill shallbe held quarterly, 
preferably at the beginning of each academic ^quarter, 

' • ' IS* 



Fire Drill/Tornado Procedures - continued . ^ 



h. Fire Extinguishers - Fire extinguishers are placed in strategic 
locations as recommended by the fire chief. 

• ^ 

i. Handicapped Students - At the beginning of a class, the faculty 
member shall select <one or more persons to assist handicapped 
persons from the building as required. 

j.' In-Service Training -All personnel shall know where* alarm trip 
and fire extinguisher nearest their work station i*s located. 
This training shall ^be incorporated into in-service programs 
for all employees. • 

Tornado - Upon notification by the Civil Defense Office, the Weathfer Bureau, 
or news media, that a tornado watch exists, the building project officer, or* 
alternate will take a position suitable to observe the weather. If a 
tornado is sighted or a tornado warning is received from the above sources, 
the project officer or alternates in each building shaM be notified. The 
'signal that a tornado has been sighted wiM be the ringing of the class 
period bell for five-second bursts (two second pause between bursts) for 
one minute, by the project officer or alternate in each building. A verbal 
all-clear signal will be given. Person? outside the buildings >/i 11 be 
warned by the project officer or alternate to proceed to shelter as quickly 
as possible. - ^ 

Instructions and Procedures - ' ^ ^ 



a. Notification of Neighboring Rooms. 

Faculty or staff in* rooms adjacent to a restroom or other rooms 
not under supervision at all times shall notify personriiel in such 
* rooms to proceed to a shelter area. 

b* Opening of Window and. Doors - Faculty or staff in a roon at t^\e 
time of'^n alarm shall open windows as soon as possible to limit 
destruction. The last faculty or staff 'person to leave a room 
shall turn off the lights and secure/ihe door; open. 

.c. Books, Coats, and Other Belongings- Faculty, staff, and students 
shall leave all materials at their seats and not get clothing or 
belongings. , - - ■ 

d. Shelter Lines - Lines win move quickly, quietly, and in- an orderly 
manner to the following ^shelter areas: 

. Shull Hall - Hallway away from glass panels, lavatories 
y Rho^des Hall- - 3-hallways, lavatories, 2-hallways, "^vatories, ' 
( 1-west end, lavatories . ^ , 

LRC - 207 & 209 ' • ^ 

Applied Science Center - ^Lecture Room, lavatories 



Fire Drill/TDrnado Procedures - continued 

e. Faculty will select one or more^ students as appropriate at the 
beginnixig of each course to assist any handicapp.ed student as • 
required. * ' ^ , 

f. -Emergency - If time does not permit going to the previously * - 

assigned shelter or safe area; personnel s(]all assemble in the 
* hallways,^ away from, windows and doors. On reaching the ^fe^t 
possible. area, -iilV persons will draw up their knees and rest 
- their heads on their knees and clasp their hands over tlleir 
' . necks or heads. 

g. Tornado Drill - Tornado drills shall be held a minimum of one 
each during spri^ng, summer, and fall quarters. 

EMERGENCY HEALTH PROCEDURE 

If a student or an employee becomes ill or is injured while on campus, 
please follow the fallowing procedures: 

1. An emergency kit is available in each building for very "minor 
problems. The kit is maintained by the student heal th^ service. . 

2. Emergencies other than the band-aid level :' 

a. If student/employee is unable to go to the health service office, 
notify the nurse on duty and* request assistance. Dial 60, 8:30 a.m. 
to ^0 p.m. 

b. Should an emergency arise when the nurse is not on dqty-the 
project officer should: . '"^ • \ 

1. Call Community Hospital Emergency Room for consultation 
(our contract with the staff physicians in that emergency 
room permits th'is. ) 

2. Identify 'yourself as a^ member of Clark Technical College.- Ask 
fbr recommendations -or directions to follow. 

c. Transportation to Emergency 'Room : 
.1. Dial 9-911. Your requests for emergency assistahce will be 

relayed to the Beatty Fire 'Station because we are in their 
district^ 

2. If ^that Emergency Squad should be on an emergency run and the- 
dispatcher 'cannot assist you. call Jones Funeral Home 324-4502. 
He has agreed to assist us BUT there will* be a $15 charge to 
- the "student/enfployee requiring the emergency treatment. 
» * < 

HEALTH SERVICE -Rhodes Hall, Room 120 * 

■Nurse on Duty"- 8:30 a.m. to 3:00 p.m. Monday thru Friday 
Physician on Duty - 10:00 ^.^m. to 12 noon Thursday . » . 
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TEACHING taAO \ * . , / 

Adjunct faculty members are generjally hired to teach' a sjngle course . 
section of a credit course. However, circumstances may permit a 
department chairperson to recorranend an adjunct faculty member for up 
to two credit courses in a given quarter. Adjunct faculty are 
contracted for the individual courses and are not subject to the 
institutioncil "Faculty -Load Formula," These regulations do not 
pertain to faculty teaching non-credit continuing education offerings. 

ADJUNCT /ACUITY PAY SCALE/PROCEDURES . ^ 

Faculty hired to teach less than full load may be placed* in 
one of the following categories: 

Adjunct Faculty With Annual Contract : Ranked faculty holding an 
annual contract to teach less fPitfn a full load for an entire school 
year. Compensation is proportionate to full-time salary, * 

Adjunct Faculty With A Quarter Contract : Ranked faculty employed 
to teach one or more credit courses for: one quarter. Compensation 
is. computed by. the credit hour according- to the above schedule. 

Special Adjunct Faculty : 

(1) Non-ranked adjunct faculty teaching credit or 
non-credit tourses, 

(2) Ranked faculty teaching non-cradit courses. 

Compensation for special adjunct faculty is $11,00 per contract hour. 

Adjunct faculty must meet the regular full-service faculty rank criteria 
Jn order to become a ranked faculty member. The highest initial rank 
upon employment for adjunct faculty is that of instructor. Initial 
classification and ranking is handle^ by the academic dean. 

AdjuncVt^acinj:y Ray Procedures : Clark^Technical College pays all . 
employees on a bi-weekly basis, Adjunct^facul ty are paid by the 
contact hour or by credit hour as determined by the Dean upon hire„ 

Contact Hour Adjunct Faculty': 

^ 1. Hours worked must be recorded on time cards. 

2. Time Guards must have dates, times, and signature of employee. 
. 3. Time cards must be submitted to the Dean*s o/fice for 

recording and approval . „ ' - * 

4. T-ime cards submitted to the -Dean's office by Wednesday of 
non-pay week will be paid'on the* next pay date, 
(example: Paydate-Friday, ^September 23, 1977. 

AlVtime cards submitted to Dean's office' 
by Wednesday,. September M, will b'e paid. ) 

5. Payroll checks for all adjunct faculty will be- mailed the 
Thursday afternoon of pay week. ^ If adjunct facylty -desire 
not to have their paycheck mailed, inform ttie Treasurer's' 
office and paycheeks may be picked up on Friday.' 

•NO WAGE PAY'MENT WILL Bf MADE UNTIL A .SIGNED CONTRACT IS RECEIVED BY 
THE .COLLEGE. . , , ' . 



Adjunct Faculty Pay Scale/Procedures - continued , 

Credit: Hour Adjunct Faculty: • * ■ i 

1. Contracts fof credit hour adjunct faculty are normally 
issued for a particula/- quarter of the school year, 

(c, 2. Payment is made by dividing the contract amourtt by the 
number of pay periods in the quarter for whrch the 
contract was issued, T . ^ 

(example: Fall quarter contract,., • . $875,00 

Pay periods in fall quarter,,,? 

Bi-weekly psOy,,,^ $125,00) ^ ^ 

3. Jn cases where adjunct faculty are hired at the beginning 
of a quarter, and time does not allow for their inclusion 

on the first pay of a quarter, payment will be made on the - . 
next pay date and that pay will include the payirtertt missed, 
(example: Pay date^- Friday, September 23, 1977 • 
Faculty hired S^tember 19, 1977 
Contract Amount $875,00 
Cut off date for Sept, 23 pa:^ is Sept, 15, 
Faculty member will receive first pay on 
October 7, 1977 in the amount of $250,00) ' 

4, Payroll checks for adjunct *taculty will be mailed the' 
Thursday afternoon of pay week. Any adjunct faculty 
desiring not to have their paycReck' mailed should inforn) 
the Treasurer's office and ^paychecks may then be picked up 

on Friday, - ' , - 

NO WAGE PAYMENT WILL BE MADE UNTIL ASSIGNED CONTRACT IS RECEIVED BY 
THE COLLEGE. 

Withhol ding-Forms : Withholding forms for both Federal and State 
income tax must-be completed and fil?d with the Treasurer's office. 
These forms are available in the Dean's and Treasurer's office. 

Until completed withholding forms are received, withholding for 
Federal and State taxes will be withheld as single^and no dependents, . 

Adjunct faculty should be advised that Federal and State withholding 
under our bi-weekly pay system i-s usually small or non-existent for 
^ * these employees and adjunct faculty members should consider requesting 
an additional amount of tax to be withheld. 

Retirement : Adjunct faculty, who are currently contributijig to or 
have an active account with th^ State Teathers "Retirement System of 
Ohio, will have retirement deducted^ from their pay and a retirement 
form must be filed with the treasurer's office, 

m - ' ^ 

AIT other adjunct faculty willjiave no form of retirement deducted 
'from their pay, ^ 

City Tax : An 'adjunct, faculty member^who is a resident of the City of 
. ., , Springfield will* have Springfield city tax (2%) deducted from their pay 
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TEXTBOOKS/COURSE OUTLINES , " • 

Textbooks and course outlines for individual courses are 
available from your respective , department chairperson.' Regular 
departmental faculty are also very good' sources of information 
on .course materials. . .they are most' willing to share with. adjunct 
faculty. Each department is required to keep course outlines on- 
r^each. course taught updated and available. 

IMPORTANT FORMS ' ^ " 

The following section of this manual provides Visual examples 
of specific forms mentioned in this manual. Please peruse them to 
familiarize yourself with their util ization.^ 



A. 
B. 
C. 

b. 

E. 
F-. 
G. 
H. 
I. 



CT£ Time Card 



W-4 Employees Withholding Statement 
Sample Class List 

Student Evaluation of Faculty form 
Change of program o'r address card 
Schedule Request Form . - 

Schedu-le C/iange CArd (Drop/Add Card) 
State Teachers Re,tirement Form 
Certificate o^ Absence Form 



GRADEBOOK 



The last part of this manual contains grade book pages for 
your\use. We ask that all adjunct faculty use this manual for the 
recording of class grades and attendance. There is an ample supply 
available.. .you should be able to use this same book for four or 
more quarters. . , • 
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EXHIBIT A - CTC Time Cards 



CTC 



NAME 



JOHN DOE 



EMPLOYEE NO 



. BUDGET CODE. 



s WEEK ENDINO 9/30/77 

nt,r ^//'00 TOTAL PAV ^ ^ 2 ■ 



DAY 
CP /.PEK 


AM PM 

e p m r R r^M 0 


^ < \ HO' 
NAVE OP 'T^'iJP'^E,, ACTtVITV TYPE WOPK HCJ"^ 


A ppRoveo 

OY 


9/19 


8 


10 


7. 


10 


Intro to Bus. 


5 


















I" 


9/21 . ' 






7 


10 


Accounting T 


3 


1 


— r- 
































































'v ^.^./.--V /^'■i:'-^ - ~ ■ ' TOTAL HOURS 


8 
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EXHIBIT B - Employees Withholding Statement 

Form W-4 (Revised December 1975) 

Employee's Withholding Allowance Certificate 

The explanatory material below will hcfip you determine your correct number of withholding 
allowances, and will assist you in completing the Form W-4 at the bottom of this page. 
Avoid Overwithholding or Underwithholding 

By claiming the proper number of /withholding allowances you are entitled to. you can fit the amount of tax withheld 
fromyour wages to your tax hability In adaption to the allowances for personal e/empt.ons to be claimed 'in items (a) throupn (si) 
below, be sure you claim any additional ailo^-ances you are entitled to m ,tem (h) "Special withholding allowance " and item (i 
Z^^^'^J'^^l^^^^ be Claimed on Form W~4 for withholding purposes, they are 

not to be claimed under "exemptions'* on your tax return-form 1040 or Form 104qA. & m m uicy dre 

You may claim the special withholding allowance if you are smgJe witn only one employer, or married with only one employer 
and your spouse is not employed If you have^nusually large itemized deductions, you may daim the allowance(s) for itemized 
deductions to avoid having too much income tax withheld from your wages On the other hand, if you. and your spouse are both 
employed or you have more than one en>ployer. you should take steps to assure that enough has been withheld If you find that 
^'^^^0^^'"^' Claim fewer exemptions or ask for additional withholding If you -are currently claiming additional 
number o?an^^^^ °" '^"^'""^ deductions, check the table on the back to see that you are cl^af^rlg^he Xer 

How Many Withholding Allowances. May You Claim? 

rr. r. no^fl^'^!'^^ 5c H cd u 1 6 'b 6 low to determine the number of allowances you may claim for tax withholding purooses. In deter- 
TnZ.^ ^?r\n i"*:' ^""'^ ^^"^ ^'"8'^ ^0^^ ^0^^ ^^3" one )0b. you may not claim the same ahow- 

ances with ^^ore than or>e employe^ at the same time, or if yo^ are married and both yoJj and your spouse are o^pto^ld, X 
MpvVr? n r.^n%"^' allowances with ycur employers at the same time. A nbnresident alien, other than a res/eZ oi C^^^^^ 
Mexico, or Puferto Rico, may c laim only one personal aliO/;ance rc:,iucrii ui v^drraud, 

Figure your Total Withholding Allowances Below 



(a) Allowance for yourself — enter 1 

(b) Allowance for your spoiTse — enter 1 

(c) Allowance for your age — if 65 or over — enter 1 

(d) Allowance for -your spouse's age — if 65^r over — enter 1 

(e) Allowance for blindness (yourself) — enter 1 . . . 

(f) Allowance for blindness (spouse's) — enter 1 

(g) Allowance(s) for d^ndent(s)— you are entitled to claim an allowance for each dependent y9u will be able 
^ to claim on your Federal income tax return. Do not include yourself pr your spouse 

\h) ^pecial withholding allowance— if you are single with only one employer, or married with only one employer 

and your spouse IS not employed — enter , * 

(i) Allowance(s) for itemized deductions — if you do plan to itemize deductions on your income tax return, enter 

the number from the table on back*' , 

(j) Total — add lines (a) through (i) above Enter here and on line 1. Form W-4 below 

lol/fo'^Xrtll^^^^^^ " ' ^^P*"^'^"^' see the mstructior^s which came with your last Federal income tax relurr. or call 

♦Mhts'anowance ts used solely for purposes of figuring your withholding tax, and car^r^ot be claimed wher^ you f.le your tax return. ^ 

• See Table on Back if You Plan to Itemize Your Deductions 

Completing Form W-4.— if you ^md that you are entitled to one or more allowances in addition to those which you are now 
claiming, increase your number of allowances by completing the form below and filing it with your employer If the number of al- 
fowances you previously claimed decreases you'must file a new Form W-4 within 10 days (Should you expect to owe more tax 
than will be withheld, you may use the same form to increase your withholding by claiming fewer or "0"' allowances on hne 1 
or by asking for additional withholding on line 2. or both.) ^ :> um mmc i. 

▼ Give the bottom part of this form to your employer; keep the upper part for your records and information y 

"" " ■ ■>■-•- Cut along this line :---..>.i..^-.>:.o -....;->» >-:-...>. ^. 



Form W-4 Employee's Withholding Allowance Certificate 

o?Mrtm^n?iMtrTrc«ur ^ ^^^^^ Certificate is for income tax withholding purposes 
int«rna7%>?r)u/s«?vVcl"'^ * Only; it Will remain in effect until you change it.) 


Type rOr print your full name 


Your social securiV/ nurober 


Home a<Jdrcss (Number and street or'rural route) 


Marital status 

^^^ingle □ Married 

flTmarried but legaMy separated, or spouse 

IS a nonresident alien, check the single 


City or town, State and ZIP code^ 1 

• S ]pn.in<4' 1^ Id 


1 Tot^l njjmber of allowances you are clairnmg \ 

2 Additional amount; if any, you want deducted from each pay (if your employer agrees) , . 







I certify that to. the best of my knowledge and belief, the number of withholding allowances cljiimed on this certificate does not exceed the number 
to whifih t am entitled. 



O tur« V. 
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The Followif^ Information 

is Provided in Accordance with 

the Privacy Act of 1974 

The Internal Revenue Code requires that 
every employee shall furmsh his or her 
employer with a signed withholding ex 
emption certtficate relating to the number 
of withholding exemptions v/hich the em- 
ployee claims (section 3402(f)(2)(A) and^ 



the Ref^ulations thereto). Individuals, are 



required, to provide tUeir So,cial Security ployee is considered as claiming no with 



Numbtr for proper identification and proc 
essing (section 6109 and the Regulations 
thereto). 

The principal purpose for soliciting with- 
holding exemption certificate information 
is.to administer the Internal Revenue laws 
of the United States. • ; 

If an employee docs not furnish a signed 



\ 



withholding exemption certificate, the em-. 



holding exemptions (section 3401(e)) and 
shall be treated as a single person (section 
3402(0). 

The routine uses of the withholding ex- 
emption certificate information include dis- 
closure to the Department of Justice for 
actual or potential criminal prosecution or 
civil litigation. 



Table for Determining Number qf Withholding Allowances Based on Itemized Deductions 



Estirr)ated 
salaried 
and wages 



Number of additional^withholding allowances for the amount hi itemized deductions shown m 
iUe appropriate column (See Line i on other side) 



1 \ 2 

Single Employe^ 



At But less 



At\ But less 



At But less 



At But less 



At But less 



Under $10,000 
10.000-15.000 
15.000-25 000 
25.000-30.000 

30.000-35.000 
35.00Q-40.000 
40.000v45 0<30 
45.000-50.000 



Under 

$2,200 
2.500 
2.800 
3.200 



least than least\ than 

$2.200-$2.95O^ $2 950V$3.700 
2.500jr 3.250 3.250^ 4.CC0 
2.800- 3.t.50 " 3.550-,4.300 
3.200- 3.950 3.950- ^.700 



least 

$3,700- 
4,000- 
4.300- 



th3n ^ 
$4,450 

■ 4.750 

■ 5,050 



4.000 4.000- 4.750 

5.600 5.000- 5.750 

6 500 6,50-0^ 7.250 

8.000 S.OO'O- 8 750 



4.750- S\500 
5.750- 6^00 

7 250- 8.000 

8 750t 9,5^0 



4.70O- 5.450 

5.500- 6,250 
6.500- 7.250 
3.000- 8 750 
9.500-10.250 



least 

$4,450- 
4.750- 
5.050- 
5.450- 



than 

-$5,200 

- 5.500 

- 5.800 

- 6.200 



least 

$5,200- 
5.500- 
5.800- 
6,200- 



than 

$5,950 

■ 6.250 

■ 6.550 

■ 6.950 



6.250- 7.000 
7,250- 8.003 
8.750- 9 500 
10.250-11.000 



7,000- 7.750 
-8.000- 8.750 
9 500-10.2:0 
1 l.COO-1 1.750 



At But less 
least than 

$5.950-$6.700 
&.250- 7.000 
6.550- 7.300 
6,950- 7.700 

7.750- 8.500 
8.750- 9.500. 
10.250-1 1.000 
1 1.750-12.500 



B[i331l3 Married Employees (When Spouse Is f^lot Employed) 



Under $15,000 
15.000-35.000 
35,000-40.000 
40.000-4 5.000 
45.000-50.000^ ■ 



2.900 

3 400 
3.700 

4 201 
5.200 



2.900- 
3.4C0- 
3.70*C- 

4 30O- 

5 200- 



3.6^0 
4.150 
4 ^50 
b 050 
5.950 



3 650- 

4 150- 
4,450- 
5.050- 
5.950- 



4 400 , 
4.9C0 
5.200 
5. BOO 
6 700 



4,400- 
4.900- 
5.20C- 
5.800- 
6.700- 



5 150' 

5.650 
5.950 
6.550 
7,450 



5.150- 
5.650- 
5 950- 
6.550- 
7,^50- 



5.900 
6 400 
6.700 
7.300 
8.200 



5 900- 
6.400- 

6 700- 
7,300- 
8.200- 



6.650 
7.150 
7.450 
8.050 
8.950 



6,650- 

7 150- 
7.450- 
8.050- 

8 950- 



7.400 
7.900 
8.200 
8.30O 
9.70O 



Married Employees (When Both Spouses Are Eijiployed), and otHer employees who are holding 
more than one job * ' 



Under $10,000 3.200 

10.000-12.000 3.700 

12.000-15.000 . 4.200 

15.000-20.000 5.CO0 

20.000-25.000 5.600 

25.000-30 000 6.200 

30.000-35.000 7.100 

35,000-40.000 - 7.900 

40.000-J5.000 8 900 
45.000-50 000 - 10.200 



3.#0- 

3.^'0- 
4.200- 
5.000- 
5,600- 



3.950 
4,450 
4 950 
5.750 
6.350 



3.950- 
4.450- 
4.950- 
5.750- 
6,350- 



4.700 
5.200 
5.700 
6. 500 
7.100. 



4.700- 
5.200- 
5 700- 
6.500- 
7.100- 



5.450 
5 950 
6,450 
7.250 
7.850 



6.200- 6 950 
7.100- 7. 850 
7,900- 8.650 
8\900- 9.650 
10.200-10 95C 



6 950- 7.700 
7.850- 8.600 
S,650- 9.4C.a 
9.6^50-10.400 
IC. 950-1 1. 700 



7.70O- 8.450 
8.600- 9.350 
9.400-10.150 
10,400-11.150 
11.7C0-12.450 



5:450- 
5 950- 
6,450- 
7,250- 
7.850- 

8.450- 
9.350- 
10.150- 
1 1,1 50- 
12.450 



6,200 

■ 6.700 

■ 7.200 

■ 8,000 
8.600 

■ 9,200 
■10.100 
■1J0.90O 
■1 1.900 
13.200 



6.200- 
6.700- 
7,200- 
8.000- 
8.600- 



6.950 
7.450 
7.950 
8.750 
9.350 



• 9.200- 9.950 
10.100-10 850 
10,900-1 1.650 
11.900-12.650 
13.200-13.950 



6.950- 7.700 
7:450- 8.200 
7.950- 8.700 
8.750- 9.500 
" 9.350-10.100 

9.950-10.7-00 
10.850-1 1.600 
11.650-12.400 
12.650-13 400 
13.950-14,700 



*7 or More Allowances If your itemizefl deductions exceed 
the amount shown in Co'umn 6 i.at>Q^eJ, >ou may claim 6 
allowances plus one more for each $750 or fraction thereof 
of itemized deductio.ns in excess of the am<3un\s shown in 
Column 6 for your salary and wage bracket 

•When annual salary or wage exceed^ $50,000. ' 0" column 
amounts may be determined as folioAs for s.ngle>employees 
(Part I) — 22% of therr ahnuai salary, for married employees 



whose spouse is not emplcyed (Part Ih — iD^g of their an- 
nual salary, and for married employees whe.i both spouses 
are employed and other employees who are holding more 
than one job ^Part lllj — »I4 \t of tfjeir con^Dined annual sal- 
ary. An additional withholding allowance may be claimed 
for each $750 or fraction thereof by which itemued deduc 
tions exceed the "0" column amount determined in thtS 
manner 



HOW TO USE THE TABLE 

If you expect to itemize deductions for 
the Current year, you may be entitled to 
claim additional withholding allowdfices 
(line i) anjd thus avoid having too nui(i.h 
tax withheld. Your employer will treat 
eac"h such allowance as a withholding ex 
emp^ion. The amount of itemized deduc 
^, tions for the current year cannot exceed 

the amount of itemized deductions (or 
standard deduction) claimed on your re 
turn for the preceding year (or 2nd pre 
ceding year if you have not yet filed your 
return for the preceding year)^ plus oddi- 
ttonal determinable deductible amo.unts 
These additional allowances will re 
main in effect until you fHe new W-4 
with your employer. For detailed infor- 
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mation on allowable itemued d^duptions. 
see Form 1040 instructions 

1. Firfjj the line in the table that in 
eludes y1:*ur estimated salary ^pd wage 
amount and that shows your status as 
either a single employee (Part \), a mar 
ned employee whose spouse is not em 
ployed (Part II). or a married emp^ovee 
whos'e spouse is also employed (Part 111) 
Also, use Part Ul if you are an employee 
who »s holding' more than one job con 
currently ' ^* ' 

2 Read across that line until you find 
the column that includes the amount of 
your estimated itemized deductions 

3 Note the number of allowances 
shown at the top 'ti the column This is 
the maximum number of additional with- 
holding allowances you may claim on 
lihe 1 

84 



Married Couples. — If you and your 
spous^ are both employed and file a jomt 
return, determine yoiir withholdinc allow 
ances based on your combined w^J^ss and 
deductions if you file a \c^i return and 

' your spouse is not emnlojyed, use Part 
11 If you are filing a jomt return ai,d Doth 
are employed, use Part Ml to determine 
tfie total number of withholding allow- 
ances to winch you. are jointly entitled 
(you may allocate such wittiholding allow 
ances between yourselves). However, if 

^ in your last filing you tiled separate re- 
turns, and if you expect to file separately 
this yesTr. each of you must make your 
deter'nination on the baSiS of your x)wn 
wages anci deductions and determine the 
nwmber of withholding allowances for 
each from Part III. 



CTC 



0 F F I C ! An. C L A 5 5 LIST <pA!0 STUDENTS ONLY) 



COURSE SECT DESCRIPTION 



. 03U4 I PRIN OF ACCT I 



) 



' INSTRUCTOR LAO/ hOG ROO^f'DAYS 

LECT ^ 

R 232 MTWR * 10. 



TIME 

io« uoo 



, PAGE I 
SUMWCR AVC 76-77 



CREDIT, 
, HOURS 

%.0 .» 



1- CROSS OFF EXTRA NAMES— FILL OUT DKOf> CARO 
ADD STUDENTS WITH, GREE.V CARD TO CLASS LIS 
TURN ALL CARDS IN WllH CLASS LIST 

2- aiSTRIBUTION— CQPUS It2-INSTRUCT0R 

CCPV 3-OEPARTH6NT CHAIRPERSONS, 
COPV A.R&GI3TKAR OFFICE lL-312} 

3- ReTURN COPY 2 BY- 6/30/77 



NO 


ST NO 


bTUwiNT NAkE 


YK 






NO 


ST No 


STUDENT NAME 


TR 


PKOO 


1 


099^1-76 


bLANCMA^D ^AVEUNE 


1 


CP2 


11 


2 


27452-77 


FARLEY PAMELA K 


1 


A 


3 


30830-77 


gIrhardt' sa/.dra E 


X 


WS2 


ft 




34121-77 


HAMILTON^HARLCTTC 


t 


CP 


5 


^6^30-76 




I 


CP"2 


^» 


6 . 


>373l-75 


. LUSTtK ORtNOA . 


2 


MS2 


7 


59040-77 


NACV t'Et'O^AM K 


' I 


ES2 


# 


8 


7l2a5-75* 


POL IMG TAMLKA,"^ 


2 


m:)2 


9 


7l<>00-76 


PORTLR gLENN H 


I 


AB 




10 


7^*87-75 


PYLE5 S LOUISE 


2 


RN3 


11. 


'7576D-{76 


fcOSS DEbORAH L 


1 


CP2 


• 


\t 

s 


7t>9l0-75 


ROTH* JACQUELINE V 


1 


ND 


13 


e3200-77 


TARLTCN UAHCfY t 


2 


HS2 


11 


14 


e977l-76 


VASlLEFf SHAKCN M 


2 


CS2 


15 


90113-75 


VtST PATRICIA. R. 


2 


ES2 \ 
* 




16 

s 


92745-75 


YOUNG f<ICHLLLE WEUS 2' 


0K2 
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\ 




> 

























student Evaluation^ Faculty Forri^ 



CLARK TKCHNICAl. STUDENT REPORT OE INSTRUCTrON 
COLLKGK PRE-TtCH MATH ALGLOKA j^jj^^j^TOR'S name, ^U:. 



I INSTftUCIOR CODE COURSE NO 

•03/01/77 C7'o^F'r 7 7 i V P ^Ti • ' a W^'TW^.r 

. . 



SECnOKT NO 



OT rr 



INSTRUCTIONS 

I m Dim fligi Mil ifuxf t TCTi Kvtiu n iici « in Pmmin lutw ri;i tifu kit uki nti rms 

»• A OA 50 



1 tf I I > 



! , 1 1 K J 1 1 
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41 q 



^^fROGRAM 

- fl ---- --- ■ ■ 



n^KKRi p i»»4ii 'Ml mi iiw m:» im m' :Mr>« » ui CM^ \t*'\n<i mt nv"!^< W newtii ti CMf>«ii iwa i.in ui «uv«i t . hI 

u nm&i tfi'L I uttt u Mtmi u iif.iur r.um uu ui i/stuu c;« i mt « 



I. THE INSTRUCTOR GRADED ACCORDING TO ANNOUNCED PROCEDURES. 



2. THE INSTRUCTOR COMMUNICATED THE COURSE OBJECTIVES^ WORK REQUIRE- 2 i i 3 t 
MENTS AND OEAO^INES.' 

3. ASSIGNMENTS (COURSE WOR< ♦ PROBLEWSt CLINICAL WORK) WERE PERTINENf 3 . 3 3 i ' I • 
TO TOPICS PRESENTED IN* CLASS. .««o«son« 

4. THE TEXTBOO"^ WAS COMPATIBLE wlnT STATED COURSE OBJECTIVES* * ' ? 3 4 ' f 

5. THE, INSTRUCTOR SPOKT CLEARLY. \ . ^ 

A. THE INSTRUCTOR COMMUNICATES AT A LEVEL STUDENTS CAfi UNDERSTAND. 
< * 

7. THE INSTRUCTOR PROVIDED A .CLASSROOM ATMOSPHERE TOR STUDENTS TO 
EXPRESS THEIR OPINIONS AND WELCOMED DIFFERENCES OF OPINION* 

8. THE IfiSTRUCTCS WAS WILLING TO ASSIST STUDENTS CUTSIOt OF CLASS. 

» THE INSTRUCTOR WAS PREPARED FOR EACH CLASS SESSION. 

10. THE INSTRUCTOR RtTURNED TEST AND HOMEWORK ASSIGNMENTS IN 
ACCORDANCE WITH AN AUNOUNCEO ll«E FRAME. 

11. THE INSTRUCTOR TREATtD ALL STUOEWTS AS PERSONS OF WORT 
REGARDLESS oP RACE* SEX* CRE£U< ETC. 

12. This INSTRUCTOR APPtAREt) TO KNOW THE SUBJECT MATTER 
< 

13- TH^ INSTRUCTOR DIRECTED THE CLASS TOWARD THE OBJECTIVES OF THE 
COURSE* 

U THE INSTRUCTOR TRIED TO AROUSE STUDCNT INTEf^EST ANt> ENTHUSIASM 
VH THE COURSE. 



r/ORTHv 

taughA. 



S« « OA SO N« 

1 I 3 i 2 i 

SA « OA to ^A 

•2)4*: 



4A A OA %0 NA 

3 1 3 n 1 ' 

ftA A OA SO NA 

10 

»A A OAtONA 

\ \ ] 
»A A^pA AO NA 

12 i : 3 4 : : 

SA A O* »0 N« 

'3 i n ] i ? i 

lA A OA »0 N« 



»« A OA «S S 



15. -THE INSTRUCTOR USED EXAMINATIONS WHICH WERE IN ACCORD WITH COURSE ' 1 a * » ^ ' 
. . OBJECTIVES AND LESSON ASSIGHMENTS. 

> 

18. , « 

19 • . 

A t 

20 . * ' 

21 s • c' 

22 - ' , . . 
23 



r SA A ^A so HA 

16. I 2 i t i r * 

SA A OA so NA 

* 

SA A OA to NA ^ 

18 T 7 3 4 

tA A OA So N< 

1*. i S 5 i > 4 : 

A OA »0 < 

t \ i 

S i i» • i ? 



SA A OA »0 N« 

20 1 r i i 3 ? • 



21 



• A A OA Sp (kA 

22 I 2 ^ 4 i • "t 

«A\A OA ^O •>• 

I 



EXHIBIT E - Change of Program or Address Card 

To assure *that a student receives, all official correspondence from the 
college,- he must inform the registrar' s' office by completing a change of 
a(Jdress card. 



STUDENT NUMBER 



STUDENT NAME (LAST PiRST, 



OTR 



CHECK INFORMATtON 
TO BE CHANGED ' 

□ NAME 



^ ^ ' List Changes ONLY Below This Lloe 



From 



To 




ADDRESS 



To 



□ PROGRAM 



From 



J^^ - Street rp^.nj^fle/d 



□ CUM PT AV 



f'C MS 



PROBATI0rf^ 



RESIDENCY 



FROM OUT OF STATE TO OHIO RESIDENCY 



RLGlSTnAft ONLY 

Shaded areas 



□ GRADE 



CLARK TECHNICAL 
COLLEGE 

CH/^NGE CARD 

FORM 3350-ie 
7-76 



COURSE NO SECT COURSE NAME 

IS HEREBY REPORTED TO BE 



-J fl — WH 

/OTR , YR 



WHICHWAS REPORTED AS-5 

'OTR , YR • Gf^ADE 



GRADE ^" INSTRUCTORS SIGNATURE 



DATE 



REX3ISTRAR 



REGISTRAR. 



DATE 



Requests for Change of Clas^ijication or Program - to (Complete an ^official 
change of classification or program the* student must secure approval on the 
proper form at the registrar's office. . Pick up necessary fgrms at registrar's 
or departmental offices. 



•STUDENT NUMBER 



2I I .u>u>-%. 



STUDENT NAME (LAST FlRST» 



OTR 



DP USE 
ONLY 



CHECK INFORMATION 
TO BE CHANGED 

□ NAME 



List Changes ONLY Below This Line 



From 



To 



INITIATED BY 



□ ADDRESS 



To 



(g[ PROGRAM 



From 



T *■! ^ 1 1 1 1 1-*- 



To 



Q^CUM PT A^ 



POMS 



CR»blTS 



PRC8ATlOt4 



-RESIDENCY 



FROM OUT OF-STATE TO OH16 RESIDENCY 



REGISTRAR O^ilY , 
SHADED AREAS 



\y GRADE 



CLARK TECHNICAL 
COLLEGE 

CHANGE CARD ' 

7-76 



COURSE NO SECT COURSE NAME 

IS HEREBY REPORTED TO BE 



OTR 



.7 WHICH 

YR W 



WHICH WAS REPORr&t3^AS- 



REGISTRAR 



GRADE 



INSTRUCTORS SIGNATURE 



REGISTRAR 



GRADE 



DATE 



DATE 



ERLC 



38 



EXHIBIT F 



^1 



SCHEDULE REQUEST" 



D chetk here If a NEW ADDRESS Is shown 
>eloVv. (th^n fill out a change card) 



Student Nufnber 


NAME- (U>t) {fxxw) (Middle/Mdiden) 


Street Xddfe»» 


County 


City« Stitt 

^ 1 


Zip Code 



THIS SCHEDULE REQUEST FOR: 
1 QUARTER. I 

00^) ! . 



I ( Cifde { 



I WINTER 
) SPRING 

[ SUMMER iti TERM 
I SUMMER. 2nd r6RM 



Program 

Telepnonli^J^j:i^' 

•C check here If you have shown 
a NEW PROGRAM, (then fjlH>ut a 
change card - see catalogue for 
procedures) - 



1, On the left side of this form you are to list ( in the area labeled PREFERRED COURSE(S) 1 the courses 'fo( //hich you want to fcgister . - 
Since some classes may be closed at the time of registfation. you have the.optioaof listing alternate courses and or sections for 
which ydUwill be registered if your preference is closed. You may list alternates for any o( all Qf the PREFERRED COURSES Any 
combination of courses^hould not result m tfme conflicts- SCHEDULE OAREFlJ'LLY You will be registered for the 
classes indicated where possible, however your final schedule may riot be exactly the same as that listed here Listing of alternate, 
courses will preclude the necessity ot returning to your advisor if a'class is closTd. INDICATE ANY REPEAT QOURSES.. 

2. Give this schedule ]o yoor Department Chauman (or his representative) for his approval as soon as possit)!e. 



3. You will receive t detailed computer-pointed schedule. . Time span preference. 



PREFERRED COURSERS) 


.TIME 


ALTERNATE CHOICE^^ 


COU^^SE 
NUMBER , 


SEC 


POURSE NAME 


Repeat 
Course 
Y'N 


M j T 


W 


R 


F 


S 


COURSE 
NUMBER 


SEC 


COURSE NAME 


M 


T 


V.' 


R 


F 


s. 




2- 




















i i 1 r 




















/IV 






















1 


1 'i 


- 




<- 












1 1 II' 




















i , 


i ! i 1 


















1 1 


1 








1 














1 1 M, 


• 
















1 1 1 


1 




V" ■ 


















Mi! 


















1 1 1 V 






















MM 


















1 1 II 




















^ 


1 


1- ! 


















r 1 n 
























1 


Ti 








K 










1 1 


1 




















> — 


MM 


















r 1 










; 
















MM 


















1 1 1 






I 




















i 1 










<* 








mm'' 




V 
















i 


■ MM 


















1 1 


r 


1 






















1 M ! 




AM- 















LARK' TECHNICAL COLLEGE 

ERIC 



STUDENT SIGN>^URE 



WHITE • Data Processing Copy 
CANARY • Department Chairperson Copy 
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ADVISOR'S APPROVAL . 



EXHIBIT G - Schedule Change Card (Drop/Add -ca 




4$ 



^ To change a schedule or to officially withdrai^ifrom a clas5 after 
registration, student must complete a form provided by tlje Evening ' 
Office/or <^partment Chairpersons. Students ma/ officially withdraw. 
fV'om any clasps .with a W before mid-term. An .official withdrawal during 
•the .first fourteen days tff the quarter shall not be counted as work 
.■Attempted, nor shall any notation of this enrollment be reflected on the 
student's transcript. Students desirtng to officially withdraw from any 
class after the xeventh weeP: of class must consult their instructor. A 
course dropped after the seventh week of classes will be recorded' as F 
unless satisfactory justifi cat-ton' is given by the instructor. 



STUDENT NO 



STUDENT NAME Last fust 





1 


9;^C 






FOR OFFICE 
USE ONLY 


QUARTER 


DATE 







o 


COURSE NO 


SEC 

4. 


■ 


TIME 

■ 1 


DESCRIPTION. 


. 1 


Adviso('AppfOval 

1 


O 

<: 


* ^ ** 1 
























COURSE ND , 


u 




j 'description 


"I - 1 


^^l^iscf Approval * 


a: 
a 










» I 


•I 


1 


1 





bill ADJUSTMENT 



□ 



3 T UP» <y 3eRy » €C i C f^i^Jf TrSp date 

FORM 3450-02 REV. 4/72 



WITHDRAW I ' I ADDITIONAL FEE "^.t * 
* I [ REFUND 

□ 



REFUND OF FINANCIAL AID 



^ INSTRUCTJONAL ^ 
, GENERAL 

UB 

OTHER 

total' 



•J 



r 



ERIC 
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EXHIBIT H 



STATE TEACHERS RETIREMENT SYSTEM OF QHIO 

_)275 E. BROAD STREET , COLUMBUS 43*2 15 



INFORMATION FOR COMPLETING MEMBERSHIP RECORD 



Dear New Member: . 

We are pleased to welcome you as a member.pf the -State Teachers Retirement System of Ohio 
Your Retirement System, while intend«H»rimarily to provide monthly benefit^ upon retirement 
a^o affords many other benefits. Pamphlets describing these are available from our office We en- 
courage your questions and urge that you becom familiaj with your rights and privileges. 

James L. Sublett, Executive Director . • 
The State Teachers Retirement System of Ohio ' 
275 East Broad Street, Columbus, Ohio 4321-5 

, I. TrilS FORM ISjJO BE-(?OMPLETED BY: * 

A. All teachers or faculty members beginning their first regular employmeht in the puplic schools or univers- 
ities of Ohio 

• B. Teachers or faculty members who have contributed ta^his System prior to this year but terminated serv- 
ice and withdrew their accounts. 



IL DESIGNATION OF'feENEFICIARIES 

Upon becoming a member ofthis System, the beneficiary of your account is automatically provided under 
the Statutory Succession. If^the Statutory Succession of Beneficiaries does not ^eet the requirements of 
your situation you may choose to deiygnate beneficiaries by name using a separate form available from the 
Retirement System Office. * s ^ ^ - ^ 



If you do not designate benejficiaries after becoming a member of this System, the automatic Statutory r 
' Succession of Beneficiaries at time of your death will be: \ 

U A spouse. 

2. If no sppuse, then survivor benefits to 
all dependent children if total benefits 

payable to such children exceed the ^ 
amount of the account subject to refund. 

3. If not the above, all childrenrshare equally ^ ' 
in the cash refund. . . ' 

4. If none of the above, the older parent^ 

5. If none of the above, the estate. 

. Designation of-Statutory Succession is desirable in nearly all instances. If you feel\ouK situation is an 
unusual pne consult the Retirement System about beneficiary designation. \ " 

1 

COMPLETE AND RETURN MEMBERSHIP FORM ro YOUR EMPLOYER 

o - ' - 41 

ERIC . . . , • 



iou Nc*ne 

MAILING ADDRESS 



Firir M,adle Moiden Nome .1 Morried Won 



Street Address 8o« or Route No 



Poit OjUt 



S«otc £ip.Codc 



RECORD OF PREVIOUS OHIO TEACHING SERVICE: 

School year in which lost employed in Ohiq: ]9 « 19 

t 

* Employer 

Old you V 
this ycor? 




J^T**^'^''''' ^\ System after your last service prior to 

Ye$ or No 

If $0, what was your last name at the time you withdrew? 



Any o»her las» name{$) since your )irs» employmenj o} o teacher in Ohio? 



RECORD OF OTHER PUBLIC SERVICE 
. If you have ever been employed in OHIO by the State; a city, county, or town- 
snip; a public library; or-^ board of education, BEFORE THIS SCHOOL YEAR 
give information below. icmi\, 
EMPLOYED BY ' POSITION ~ COUNTY,' " DATES 



^ . 



If* you have ever been a member, * are 
retirement system, give nome of system! 



9_ >>19 ^ 



}ow a member of any other Ohio 



tf yau are now receiving a benefit from Wither Ohio retirement system, qive 
name or system . ^ . ' 



If .you have had- teaching service in public or stato-supporfed schools or other 
OTHER STATES^r In TERRITORIES OF THE UNI ED STATES , he 
. K Ia?s °^ C'V'^'AN or MILITARY SERV^E, give num 
* • V years 



. Typ« of S^rvk. ^ ^ ^ 

ErJc membership record 



PUCE OF BIRTH 
Town or City 
Counfy. 

FAMILY DATA 

First Name Middle Wife's Maiden Name 

SpouAe_ 
Mother_ 
•ather^ 



MoniK 



Doy 



Xeor 



Nome 



Month 



Ye or 



STATEMENT OF CERTIFICATION 



EMPLOYED BY_. 



School District of University 

FIRST DAY ON PAYROLL^! 



Building 



County 



Month 



beliefs that the statements on this record are true^ and acjcurate to the best of rpy knowledge and 



Member Signature. 



-I Date, 



.19. 



To^be signed by the Superintendent of Schools; Principal, Clerk-Treasurer, Payroll Officer 

or Personnel Officer 

I certify that I believe the statements madeherein are true and accurate, o, disclosed by the records 
of th,s office, and that the Social Security Number is correct as entered. ''^ 



Certifying Official. 



Title. 



Date. 



19. 



THE STATE TEACHERS RETIREMENT SYSTE/yV OF OHIO 
275 E. Brood Street . Columbus 43^ I'S 



c 



EXHIBIT I 




I. 



CLARK TECHNICAL COLLEGF 

NOTE: 



, ' .{Employee's Nam?)' 
at the Clark Technical College on the following .d&y{5) 
for the following reason(s): ^ 



CERTIFICATE OF. -ABSENCE 



The statement of absence due- to illness 
and information on medical attention ts 
required by Section 3319.141 of the 
Revised Code of Ohio, Falsification 
of a statement is grounds for suspension 
or terrrination of emplo^/ment under* 
Section 3319.16 of the Revised Code. 

^ieicieieieit'k^ielcie'k'k'k'k'k'k'kic'kirkirirk'k'k'kic 



certify that I \^as absent from' my assigned duties 



(Signed) - ' ^' > . . - ;^ 

If absence was due to illness requiring medical attention, list the following: 
physician's Nanie 

Address J . - 

Telephone Number __" _Date{s) of Consultation 



The above absence is: * 

f'-of acceptable and a pay adjustfr^nt^^hould be made 
! j acceptable and jecorded in the peBionne}_records as: 
Z! Sick Leave ^ □ Bereavement 

Q Professional Leave □ Emergency ' - 

Q Family Illness ° ' 

'ORM NO: 1800-06,- 9/73 • 

. " - . fOean) 



^ [5ATE 

NAME 


M T iw T 1 F S 


M T {W T 


V s 


M T 


|W T 


F S 


M T 


W JTj 


J 5 


M T 


W T 


F S 


M T 


W T 


F S 
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i 
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i 

i 


r. 

























1 

2 












2 


- 





























4 




3 























3 










• 


4 




















4 


• 










5 




* j 

1 
: 


. ~ — 

t 1 




* 


— * — 























5 
6 
7 












6 


i 


















r 










7 






























8 






















8 i 










9 




, — j " 


_ - 1. _. 

i _ 
! 









: — 




















' — 








)0 


.... 




















-ioj 


— r— 




n 
























if 




I 

' ^ t 
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